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Entering a GL Account Document

Helpful Hints:

Before you begin entering a GL Account Document it is important to know the following

information:

The GL Account Document (formerly called the BV — balanced voucher) is used to transfer

costs from one accounting structure to another accounting structure.

There are two FBMS roles that can handle GL Account Documents:

The General Ledger Field Office Accountant role has the capability to create GL
Account documents with a VA document type and to park and post them. Only senior

general ledger personnel in the field are given the ability to post.

The General Ledger Field Office Accountant 1 role has the capability only to create
and park GL Account Documents with either a VA or VB document type. Individuals with
this role cannot post documents, and must contact someone with the GL Field Office
Accountant role when they have created and parked a GL Account Document with a VA
document type so that person can post it. If the document created and parked was a VB
document type, they must contact either a GL Financial Accountant or a GL Senior
Financial Accountant to post the document, because only these roles can post VB

document types.

The Document Type defines the type of financial document being posted. It always defaults

to SB, and needs to be changed to VA or VB accordingly.

VA document type — this document type is used for expense-to-expense transfers

VB document type — this document type is used when recognizing an expense and

revenue (primarily used when working with the Working Capital Fund).

Let’'s Begin:

Use the following portal path to begin this transaction

Select CORE FINANCIALS tab = GL tab = GL Transactions folder =% Enter G/L Account

Document to go to the Enter G/L Account Document Company Code 1400 screen.

INTERIOR
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Enter a GL Account Document

1) When you first enter the Enter G/L Account screen, you need to verify the Document Type

field is displayed.

INTERIOR
- -
FBMS

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL AN TRAVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

-.- Enter GIL Account Document > FlHome > GL Home > Account Assignment Model > Enter G/L Account Document
Enter G/L Account Document: Company Code 1400
(b | cancel | [System ] | | Tree on| | Company Code | | simulate | | Editing options |

| Amount Information

Document Date | | cumency s | e den

Posting Date [oas10/2002] [ 0.00 [USD

Reference | ]

DocHeaderText | [ Total cred

Company Code 1400 Dept of the Interior U.S.A | _U_'E?_.‘USD
cce

0 Items ( Screen Variant: DOI FB50 Layout )
Elst. ‘Gﬂ_ acct ‘ShortT... |DfC |Amount in doc.... |Cost center  [Fund Functional area |WEIS element

oo oo

The Document Type field is usually displayed between the Doc. Header Text and
Company Code fields.

If the Document Type field is not displayed Go to step 2

If the Document Type field is displayed Goto Step 7
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2) Select | Editing options | the Editing options button to display the Accounting Editing Options
screen.

INTERIOR
- o
FBMS

HOME ACQUISITION CORE FINANCIALS D GEMENT A N TRAVEL
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | 5D

--. Enter GiL Account Document > Fl Home > GL Home > Account Assignment Mode| > Enter G/L Account Document
Enter G/L Account Document: Company Code 1400
| b [ Cancel| | system | | | Tree on || Company Code | [ simulate | | Editing options |

Basic data Details ‘ - " Call Up E
Select the Editing options
button.
Document Date Currency ESD
Posting Date 09/10/2008 0.00 (USD
Reference
DocHeader Text | Total cred.
Company Code 1400  Dept ofthe Interior U.S.A. [ o.olusp
coce

0 tems ( Screen Variant: DOI FBS0 Layout }
St.[clacct  [shortT.|DiC Jamountin doc...[Costcenter [Fund Funcionalarea  [WBS element

[ | [ | [ | [ |

3) Select the Doc.type option drop-down menu.

INTERIOR

- o
FBMS
HOME ACQUISTION CORE FINANCIALS DATA WANAGEMENT MANCLA M TRAVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD
... Enter GIL Account Document > FlHome > GL Home > Account Model > Enter G/L Account Document

Accounting Editing Options

| ¥ [ Change user master |

‘General Eniry Options Default document currency
Documents only in local currency = Local currency

Amount fields only for documeant currency  Last document currency used
Exchange rate from first line item " None

Mo spedal G/L ransactions

Documents not cross-company code Default Company Code
Documents must be complete for parking I~ No Company Code Proposal
Mo panner business srea in hesd screen

Calculate taxes on net amount

Copy text for G/L account entry

Do not copy tax code

Fast entry via ISR number

ISR Entry with Contral Display \‘.Se\ect the Doc. type‘.

Do not update control totals :
Automatic Negative Posting option drop-down

| Cancel | [ System | |

ANERE AR R RN

:

al options for single screen transactions

Hige ransaction Doctype option Document type higden
Propose final amount ™ Document date equals psig date

DVC indicator as +/- sign ™ Complex Search for Business Partner
Display periods I Propose Last Tax Code

Posting in special periods possible ™ Tax Code: Only Display Short Text
Always Use Payment Base Deadiine

RO 1T

The Doc. Type option field allows you to switch the status of this field from “hidden” to

“ready for input”.
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4) Select the option Document type ready for input.

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL AN TRAVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D

-.. Enter GIL Account Document = Fl Home > GL Home > Account Assignment Wode| > Enter G/L Account Document
Accounting Editing Options
| ¥ [Change user master |

General Entry Options. Defaull document currency
Documents only In local currency € Local curency

Amount fields only for document curmency " Lastdocument currency used
Exchange rate from first line iterm © None

Mo special GL ransaclions

Documents not cross-company code Drefaull Company Code
Documents must be complete for parking ™ Mo Company Code Proposal
Mo partner business area in head screen
Calculate taxes on net amount

Copy text for GIL account entry

Do not copy tax code

Fast entry via ISR number

ISR Entry with Control Display

Do not update control totals

Automatic Negative Posting

[cancel | | Systemjr |

Select the option Document
type ready for input.

CUCRC I T T T T T

Hide fransaction Doctype option Document tyf <hidden T
Propose final amount Document date yDocument type will be displayed
DIC indicator as +i- sign Complex s»-n:n
Display periods Propose Last Tapiooio Wi shart name
Paosting in special periods possible Tax Code: Only [

with sh
Always Use Payment Base Deadline £y Shoilnne
‘Document type hidden

REEE

5) Select | Change user master | he Change user master button to save your entry.

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL TRAVEL
DISPLAY | AP | AR | CC | COMPS | FM | GL | LABOR | SD

--. Enter G/L Account Document > FlHome > GL Home > Account Assignment Model > Enter G/L Account Document
Accounting Editing Options

|} [Change user master

— Select the Change user master =
ene o locument currency
I DGERTE 0 Dok button to sawve your entry. g
™ Amount fieids oriyyor ¥ *—ast document used
I Exchange rate from first line itern  MNone
I™ Mo special G ransaclions
™ Documents not cross-company code Default Company Code
™ Documents must be compilete for parking ™ Mo Company Code Proposal
I Mo partner business ares in head screen
™ Calculate taxes on net amount
™ Copy text for GIL account entry
I~ Do not copy tax code
I Fastentry via ISR number
™ ISR Eniry with Gontrol Display
I Do notupdate control totals
I Automatic Negative Posting
Special options for single screen transactions.
I~ Hide transaction Doctype option Document type ready for ir £
I Propose final amount ™ Documant date aquals pstg date
I D/C indicator as +- sign ™ Complex Search for Business Pariner
I Display periods I Propose Last Tax Code
I Posting in special periods possible ™ Tax Code: Only Display Short Text
™ Always Use Fayment Base Deadline
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6) Select the Back button.

INTERIOR
- o, aas
FBMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL AN TRAVEL

DISPLAY | AP | AR | CC | COMS | FM | GL | LABOR | SD

-.. Enter G/L Account Document > FlHome > GL Home > Account Assignment Model » Enter GIL Account Document
Accounting Editing Options
|} [Change user master |

il Cancel.l [ System] |

=

T T Select the Back button to returm
I" Documents only in local currency (1O the previous screen.
I~ amountfeids oniy for document curm. sed
™ Exchange rate from first line itern  Mone
™ Mo special GAL transactions
I Documents nol cross-company code Default Company Code
™ Documents must be compiete for parking ™ Mo Company Code Froposal
I~ Mo partiner business area in head screen
I™ Calculate taxes on net amount
I Copy text for G/L sccount entry
™ Do not copy tax code
™ Fast entry via ISR number
™ ISR Entry with Control Display
™ Do not update control totals
™ Automatic Megative Posting
‘Special options for single Screen transactions
I Hide transaction Doctype option Document type ready for ir
™ Propose final amount I Document date equals pstg date
™ DIC indicator a5 +- sign ™ Complex Search for Business Parner
I Display periods I Propose Last Tax Code
I™ Posting in special periods possible ™ Tax Code: Only Display Short Text
I~ Amways Use Payment Base Deadline

The Document Type field now appears between the Doc. Header Text and Company
Code fields.

7) Type the current date in the Document Date field in the format mo/da/year, or select the
drop-down icon to the right of the field to select the date from a calendar.

NTERIOR

- o ——
FBMS
2 ‘CORE FINANCIALS MANCLA] \ TRAWVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD
Home > FlHome > GL Home > Account it Model > Enter G/L Account Document
-ITS~

Enter G/L Account Document: Company Code 1400
[ [Cancel| [ system | | [ Tree on | [ Company Code | [ simulate | [ Editing options |

e c o R

" Amount Information

Document Date Currency Total deb
Posting Date USD
Reference | Typethe current date
DocHeaderTet | |in the Document Total cred.
Document Type @ Date field USD
Company Code 1400
Coo
0 ltems ( Screen Variant : DOI FB50 Layout )
Elst [alLacct  [shortT.[pic [amountin doc . [Costcenter [Fund Functionalarea  [WBS element

I | [ | [ | [

The Document Date is typically the current date.
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8) Type a short description or label for the document in the Reference field (e.g., “cost

transfer”).

NTERIOR

- ok

HOME CORE FINANCIALS
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD

Home > FlHome > GL Home > Account Assignment Model = Enter G/L Account Document
b [
Enter G/L Account Document: Company Code 1400
| b [Cancel] [System ] | [ Tree on] [ Company Code | [ sirnulate | [ Editing options |

| Amount information

DocumentDate  [a/10/2008] |(F| curency  [osn | Total deb
Posting Date [na/30/2002 ] ! 0.00 |usD
Reference T\
Doc Header Text T || ) Total cred.
DocumentTyoe  [B| | Type a short description [ coojuso
Company Code 1400  |oOr label in the Reference

field. oo

0 ltems ( Screen Variant - DOl FB50 Layout )

[shortT..Jorc [Amountin doc... [Cost center [Fund Functionalarea  |WBS element
| | | | | ‘

9) Select the Document Type field and press Delete on your keyboard to delete the current

entry, which always defaults to SB.

INTERIOR

- - e

CORE FINANCIALS

DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home > FlHome > GL Home > Account Assignment Model > Enter G/L Account Document
-ITS~
Enter G/L Account Document: Company Code 1400
3 [cancel | [System | | [ Tree on| | Company Code | | sSimulate | | Editing options |

S EE C Details

"| Amount Information

Document Date  |3/10/2008 Curency  [isp | Total deb
Posting Date nas10/2008 [ o.o]uso
Reference Cost Transferf |
DocHeader Text | Total cred.
Document Type SE Exp-Revto BalSht JV USD
Company Code Diont ofihe Intarior |12 A

Select the Document Type field oo

and press Delete on your keyboard
to delete the current entry.

0 Items ( Screen Variant: DOI FBS0 Layout )
st ‘GJL acct |Sh0rtT... |DfC |Am0unt indoc.... |Cost center |Fund Functional area MEIS element

[ | [ | [ | [




FBMS General Ledger Field Office Cost Transfers Manual v.1
Deployment 4

10) Type VA or VB in the Document Type field.

NTERIOR

- - ——
FBMS
HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCIA TRAVEL
DBPLAY|AP|AR|BC|CO!PS|FM| GL | LABOR | SD

Home > FlHome > GL Home > Account Assignment Model > Enter G/L Account Document
-ITS~
Enter G/L Account Document: Company Code 1400
| b | Cancel| [ system ] | | Tree on| | Company Code | | simulate | | Editing options |

A
Document Date  |8/10/2008 Curency 3D | AR
Posting Date 3/10/2008 | ' 0.00 |USD
Reference Cost Tranafed |
Dot Header Text | Total cred. ;
Document Type | Exp-Rev to BalSht Jv | 0.00 |USD
Company Code T Dept of the Interior U.S.A
| cCe
|Type VA inthe
JDocument Type field. -
0 ltems ( Screen Vari
. [costcenter [Fund Functionalarea  [WBS element
ol
3|

Select VA if you are doing an expense-to-expense transfer.
Select VB if you are recognizing an expense and revenue (primarily used when working

with the Working Capital Fund).

11) For the Debit entry, type the G/L account number in the G/L acct field. You can also use

the drop-down menu to the right of the field to search for your G/L account number.

HOME A SITION CORE FINANCIALS DATA
DISPLAY | AF | AR | CC | COPS | FM | GL | LABOR | 5D
Home > FlHome > GL Home = Account i Model = Enter G/L Account Document
TS5~
Enter G/L Account Document: Company Code 1400

[} [ Cancel | [ System ] | [ Tree on| [ Company Code | [ simulate | | Editing options |
Basic data [LQBlicl)

“| Amount Information

DocumentDate  |3/10/2008 | Currency @ SALAGEL )
Pasting Date [nsr10/2008 [ 0.00 |USD
Reference Fest Tramafer |
DocHeaderText | | Total cred. _
Document Type  [V&|1T| Exp-Revto BaishtJv l 0.00 |USD
Company Code 1400  Deptofthe Interior U.S.A
y cca

Type the GIL account

number in the GIL acctfield
(]Items;ful SR TEan T o FooU Cayoury

not T..pic [Amountin doc. . [Cost center [Fund Functionalarea  |WBS element

i)

il




FBMS General Ledger Field Office Cost Transfers Manual v.1
Deployment 4

The GL account number will always start with the number 6, with the last 5 digits being the

commitment item (formerly called Budget Object Class, or BOC).

12) To indicate that this entry is a debit, select the D/C drop-down menu.

HOME TON
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

CORE FINANCIALS D

Home = FlHome > GL Home > Account & Model = Enter G/L Account Document
-HT5~
| Enter G/L Account Document: Company Code 1400

[ b | cancel | [system ] | | Tree on| | Company Code | [ simulate | | Editing options |

“| Amount Information

DocumentDate  [9/10/2008 Cumency  [usD Total deb
Posting Date [oas10r2008 L 0.00 |USD
Reference |Cnsr, Transfer |
DocHeader Text | | Total cred
DocumentType  W&|1T| Exp-Revto Baisht v l 0.00 |USD
Company Code 1400  Dept ofthe Interior U.8.A
cca
. Select the DIC drop-
0 ltems ( Screen Variant: DOIFBS0 dowyn menu.
st.loiLacet [shortT. DIC Functionalarea  |WBS element

|§100.25270]

13) Select the Debit option.

HOME " 1
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD

CORE FINANCIALS DATA MANAGEMENT TRAVEL

Home = FlHome > GL Home > Account A Mode| = Enter G/L Account Document
TS~
Enter G/L Account Document: Company Code 1400

[ [Cancel| [Svstem ) | [ Tree on] | Company Code| [ simulate | [ Editing options |

| Amount Information
Document Date  [9/10/2008 Currency  [0sD | Total deb.
Posting Date nas1072008 [ 0.00 JUSD
Bg_er_erE Coat Tranafer |
DocHeader Text | Total cred.
DocumentType (V& |(F| Exp-Revto BalsntJv [ 0.00 jUSD
Company Code 1400  Dept of the Interior U.S.A
0 ltems ( Screen Variant: DOl FBSO L =
Sist . |GIL acct Short T... [DVC Sel_eCt the Debit Fund Functional area WBS element
§100.25220 | [ g|option
I |Credit |
I ot |

H e

10
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14) Type the amount to be transferred in the Amount in doc field.

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL AN TRAWVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD
Home > FlHome > GL Home > Account i t Model = Enter G/L Account Document
~TS~

Enter G/L Account Document: Company Code 1400
b [ Cancel | [System ] | | Tree on| | Company Code | [ simulate | | Editing options |

EELILLE I, Details

" Amount Information

Document Date  |9/10/2008 Cumency  [UsD | Total deb.

Posting Date ns/10/2008 [ o.oofusp
Reference Cost Transfer

Doc.Header Text | Total cred.

Document Type Exp-Rev ta BalSht Jv [ o.oofusp

Company Code 1400 Deptofthe Interior LL.S.A

Type the amount to be ce
transferred in the
Amountin doc field.
0 ltems { Screen Variant : DOI FBS0 Layout
Elst. [clLacet  [shortT..pic - Wcost center [Fund Functionalarea  |WBS element
6100.25220
a
]

The next several fields, Cost Center, Functional Area, Fund, and WBS Element represent
your accounting information. Cost Center and Functional Area are required fields. Fund is
also a required field, but for some bureaus it may be automatically filled in when you enter
cost center and functional area. Whether or not you enter a WBS Element also depends

upon your bureau’s business process.

11
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15) Type the Cost Center the in Cost center field, or select it from the drop-down menu that

appears to the right of the field when you click in it.

HOME ION CORE FINANCIALS DAT, AGEMENT FINANCIAL
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD
Home = FlHome = GL Home > Account Wodel = Enter G/L Account Document
~TS~

Enter G/L Account Document: Company Code 1400 ;
| b | Cancel | | System | | [ Tree on|| Company Code | | simulate | | Editing options |

Basic data [eliElE]

“| amount Information

DocumentDate  [a/10/2008 | Cumency  [sD | Tolal deb. o
Posting Date [osr10s2002] | 0.00 |USD
Reference E-C.‘c:sr. Transfer
DocHeaderText | Total cred. -
DocumentType  [va|CT| Exp-Revio Balshtav l 0.00 |usD
Company Code 1400 Dept of the Interior U.S.A ;
Type the Cost Center in the
Cost center ficld
F !
0 tems { Screen Variant: DOl FB50 Layout ) L
Elst.[oilact  [shonT..|pic JAmountin doc. JCost center JFund [Functional area  [WBS element

1610025220 | [Debit | i =

o)
=

16) Type the Functional Area in the Functional area field, or select it from the drop-down menu

that appears to the right of the field when you click in it.

HOME . N CORE FINAHCIALS DAT. AGEMENT

DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home > FlHome > GL Home > Account Azsignment Model > Enter G/L Account Document
15~
E_nter G/L AQCDHDI D_ocument.' Company__Code 1400 |
| } | Cancel.l | System | | [ Tree on| | Company Code | | Simulate | | Editing options |

"| Amount Information

Document Date ie?l_n_/_znns_ Currency ,ln_sa_| iTOtE” de S
Posting Date 209/1012003 | 0.00 |USD
Reference |Cost Transfer |

DocHeaderText | | Tolal cred.

Document Type ?VT_ Exp-Rev to BalSht Jv [ 0.00 |USD

Company Code 1400 Dept ofthe Interior U.S A
Type the Functional Area

linthe Functional area

ifield.
| 0 ltems ( Screen Variant: DOI FB50 Layout ) \;
Elst. |GJL acct Short T... |D!C lA.mount in doc... |Cost center \Fund Functional area |WEIS element
6100.25270 | |Debirz 100/LLIDB00200

i | s

17) If your bureau business process requires you to enter the Fund, type it in the Fund field, or
select it from the drop-down menu that appears to the right of the field when you click in it.

12
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18) If your bureau business process requires you to enter the WBS Element, type it in the WBS
element field, or select it from the drop-down menu that appears to the right of the field when
you click on it.

19) Optionally, you can type a Trading Partner in the Trad... field or click the drop-down menu

that appears to the right of the field when you click in it, and select your trading partner from
the resulting list.

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL N TRAVEL
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | 5D

Home > FlHome > GL Home > Account Assignment Model > Enter GIL Account Document
~TS~
Enter G/L Account Document: Company Code 1400
3 [Cancel | [ System ] | | Tree on| | Company Code | | simulate | | Editing options |

Dets

"' Amount Information

DocumentDate  [a/10,2008 curency  fosp | Total deb.

Posting Date na/10/2008 [ o.colusD
Reference Cost Transfer

Doc Header Text | Total cred.

Document Type Exp-Revto BalSht JW USD

Company Code 1400 Dept of the Interior LS. A

Type the Trading Parnter numkber
inthe Tradi... field.

0 ltems { Screen Variant : DOI FB50 Layout )

Elst [clLact  JshotT_[pic Jamountindoc [ [ [Tradi- forder [[sates order ftemi[sc. Pint P
6100.25220 Debil T 100

4

)

Y

Enter the trading partner if the expense you are transferring is with another government
agency. You may need to use the scroll bar on the bottom of your screen to view the
Trading Partner field.

13
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20) Press the Enter key on your keyboard to validate your Debit entry.

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTAN TRAWEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home > Fl Home > GL Home > Account hodel > Enter GiL Account Document

~TS~
Enter G/L Account Document: Company Code 1400
[} | Cancel | [ system ] | [ Tree on || Company Code | | simulate | | Editing options |

Amount Infermation
DocumentDate  [09/10/2008] Cumency  [USD | Total deb. _
Posting Date M‘}ZDOB | _19?_'.99_IUSD
Reference [cOST TRaNSEER |
DocHeader Text | ] Total cred
Document Type w‘AJ Expl/Exp JV !.70'00 EUSD
Company Code 1400 Dept ofthe Interior U.S.A

@co

1 ltems ( Screen Variant : DOI FBS0 Layout )
st |GfL acct |Sh0rtT... |Dn’C L&.mount in doc.... |Cost center  |Fund Functional area |WEIS element

. ¥ |6100.252Z0 Other \Debil @ 100.00/LLIDBO0200 [XXXL1109AF L16520000.GX0000 |
- - | | |
] Bl
| B

FBMS updates the Amount Information section of the screen with the amount entered in
the Debit entry. Notice the red stop light icon that indicates this document is not yet balanced,
since you have not yet entered the corresponding Credit entry. FBMS prevents you from
saving an unbalanced document. If a green checkmark appears beside the Debit entry you
just made, that indicates your debit entry exists in FBMS. If there are any errors in your
entry, FBMS will display an error message at the bottom of the screen. The most common
error received is invalid accounting information. You will need to correct any errors and

repeat this step to validate your Debit entry.

14
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21) For the Credit entry, type the G/L account number in the G/L acct field. You can also use

the drop-down menu to the right of the field to search for your G/L account number.

HOME 10N CORE FINANCIALS DAT.
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD

Home > FlHome = GL Home > Account Assignment Model = Enter G/IL Account Document
~TS~
Enter G/L Account Document: Company Code 1400
.. 3 .. |Cance.\ | \ Syatemj. | [ Tree on| | Company Code | . | Simulate | . | Editing options \

We....... B2

“1 Amount Information

DocumentDate  [039/1072008| Cumrency [©SD | Total deb i
Posting Date [oar10r2008 | I 100.00 |USD
Reference fcosT TRANSFER |
DocHeaderText | | Total cred
Document Type E‘A | Exp/Exp JV | 0.00|usD
Company Code 1400 Dept of the Interior U.S.A.
@Co
Type the G/l account number
Jinthe GIL acct field.
1ltems (g
Elst. |GfL iéct |Shurl T.. \DIC |A.muum in doc.... |Cusl center [Fund Functional area IWEIS element
. V 58100 25220 ?_Oﬂ'!er J!Z_Jebii_EF: 1DU.UU§_LLIDBUUEUQ_E)00(L11UQAF%I__‘IGSEUUUU.GXUUUU_;
u 3| | | | |

al

22) To indicate that this entry is a credit, select the D/C drop-down menu.

HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCIAL TRAVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home > FlHome > GL Home > Account Assignment Model = Enter G/IL Account Document
~TS~
Enter G/L Account Document: Company Code 1400 o
. | ¥ [ cancel | [System ] | | Tree on| | Company Code | | simulate | | Editing options |

“1 Amount Infarmation

DocumentDate  [pss10/2008|  Cumency  [psp | Total deb.
Posting Date [oas10/2008 | | 100.00 jUSD
Reference lcosT TREWSFER |
DocHeader Tedt | | Total cred.
Document Type @ Exp/Exp JV | 0. 'EU_‘USD
Company Code 1400 Dept of the Interior LS A
1 Items { Screen Variant: DOl FB50 Lse‘ed the DIC drOp_dOWH
menu
st JoiLacct  [shortT.JDIC J [Functionalarea  [WBS element
¥ 6100.252Z0 |Other |Debit @1~ 100.00/LLIDBO0200 [3004L1100AF |L16520000.GX0000 |
3| |
z 1

15
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23) Select the Credit option.

HOME ACQUISTTION CORE FINANCIALS DATA MANAGEMENT FINANCIAL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD
Home = FlHome > GL Home > Account Assi Model = Enter GIL Account Document
-._|'|'S-._

Enter G/L Account Document: Company Code 1400 - I
|'¥ | cancel | [ system ] | [ Tree on || Company Code | | Simulate | | Editing options |

| Amount Information

Document Date 09/10/2008 Currency W Total deb.
Posting Date na/10/2008 \ 100.00 USD
Reference COST TRANSFER
DocHeader Text | Total cred.
DocumentType V2 | Exp/Exp JV ‘ 0.00 [USD
Company Code 1400  Deptofthe Interior U.S.A
@Co
| 1items ( Scraen Variant: DOI FE
Elst piLace [snont. oo oelect the Credit nter [Fund Functionalarea  |WBS element
o 6100.25220 [Other D CPHION 0200 GG 109AF |L16520000.GX0000
6100.261A0 [ L 17—
|| |Debit |
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24) Type the amount to be received in the Amount in doc field.

HOME ACQUISITION ‘CORE FINANCIALS DATA MANAGENMENT AN N TRAVEL

DISPLAY | AP | AR | CC | COMPS | FM | GL | LABOR | SO

Home > FlHome > GL Home > Account Assignment Model > Enter G/L Account Document
LTS~
Enter G/L Account Document: Company Code 1400
| ¥ | cancel | [ System ] | | Tree on| [ Company Code | | Simulate | | Editing options |

s o0

| Amount Information

DocumentDate  [os/10/2008| currency  foso | Total deb. .
Posting Date ng/10/2008 | | 100.00 (USD
Reference COST TRANSFER |

DocHeaderText | | Total cred.

Document Type VR Exp/Exp JV Iiu'C'_UJUSD

Company Code 1400 Dept of the Interior U5 A
@co

Type the amount being received in

‘ 1ltems ( Screen Variant : DOl FBS0 Layout ) the Amount in doc fiald

St.[elLacct  [ShotT..JDiC [Amountin 3 [WBSelement
|6100.25270 |Other  |Dehil ) SJILO0T(IDB00200 XL 109AF [L16520000.GX0000
610026140 | Jicrea | |
] I | g ! i
I - | \ \ i I

25) Type the Cost Center the in Cost center field or select it from the drop-down menu that

appears to the right of the field when you click in it.

HOME ACQL N CORE FINANCIALS D GEMENT
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D
Home == Fl Home > GL Home > Account Assil Mode| = Enter G/L Account Document
~TS~

 Enter G/L Account Document: Company Code 1400 B _
|} [ Cancel | [ System ] | [ Tree on | [ Company Code | [ Simulate | | Editing options |

Basic data 3ils B .
Amount Information
DocumentDate  [nos10/2008| Cumency  fusp | Total deb. ;
Posting Date 09/10/2008 | [ 100.00 |USD
Reference COST TRANSFER |
Doc.Header Text | Total cred. ;
DocumentType  WA|  Exp/Sxp JV | 0.00 |UsD

Company Code 1400 Dept oftne Interior U.S.A.
@oo

[Type the Cost Centerinthe Cost |
| 1ltems { Screen Variant: DOI FBS0 Layout) center field. |
2

St.]eiLacet  [shotT..Jo/c [JAmountin doc...[Cost o lement
o (6100.25220 |Other 100.00|LLIDBY-4200 [X3CXL1109AF [L16520000.GX0000 |

100 |
|
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26) Type the Functional Area in the Functional area field or select it from the drop-down menu

that appears to the right of the field when you click in it.

HOME ACQUISTION CORE FINANCIALS DATA MANAG N TRAVEL
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | 5D

Home > FlHome > GL Home > Account i it Model = Enter G/L Account Document
~TS~
Enter G/L Account Document: Company Code 1400
b [ Cancel | [System ] | | Tree on| | Company Code | [ simulate | | Editing options |

EELILLE I, Details

" Amount Information

DocumentDate  [pa/1c/2008|  Cumeney  [osp | Total deb.
Posting Date n9/10/2008 [ 1co.00]usp
Reference COST TRANSFER
Doc.Header Text | Total cred.
DocumentType  [vR|  Exp/Exp Jv ush
Company Code 1400 Deptofthe Interior U.S.A.
aCo
1 lterns ( Sereen Variant: DOI FBS0 Layout ) Type the Functional Areain
St leiLact  [ShonT.pic [Amountindolte FUnctional areafield. ooz fvs slement
o |6100.252Z0 Other Debil & 100 UULLIDBUTZUT LTTUYAF [LTED 00.GX0000
6100.261A0 Cred ] WUU_LCOQ5UUUU|
a
&

27) If your bureau business process requires you to enter the Fund, type it in the Fund field, or

select it from the drop-down menu that appears to the right of the field when you click in it.

28) If your bureau business process requires you to enter the WBS Element, type it in the WBS
element field, or select it from the drop-down menu that appears to the right of the field when
you click on it.

29) Select the Simulate button

HOME A N ‘CORE FINAHCIALS DAT:
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home > FlHome > GL Home > Account Azsignment Model > Enter G/L Account Document
~TS~
Enter G/L Account Document: Company Code 1400
3 [ Cancel | [ System ] | | Tree on| | Company Code | | simulate | | Editing options |

“[Amoun Select the Simulate

DocumentDate  [09/10/2008| Cumency  [UsD 'nghlbutton
Posting Date ns/10/2008 |~ roooojusp
Reference |cOST TRENSFER |
DocHeader Text | | Total cred.
Document Type J@ Exp/Exp JV |  o.o0]usD
Company Code 1400 Dept of the Interior L3 A

aco

| 1 lems ( Screen Variant : DOI FB50 Layout )
St ‘G;’L acct Short T |D!C lAmnuntin doc...|Cost center |FL|nd Functional area |WE|S element

+ 6100.25220 Other  Debil [ 100.00LLIDB00200 [XXXL1109AF L16520000.GX0000 |
6100.261A0 Cred | 100_LC0950000] 3]
=l T T
Bl
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Before posting your entry, you can use the Simulate button to get an overview of the
document that shows the entries and the balance.

30) Review the information on the document overview screen to see the information you entered

and how the document will look when posted, then select the Back button to return to
the previous screen.

INTERIOR W
A P * aa €
FBMS FBM

HOME ACQUISTION CORE FINANCIALS

DATA MANAGEMENT NAN N TRAVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D

Home > FlHome > GL Home > Account Assignment Model > Enter G/L Account Document

TS~
Document Overview

|} ! Backi Cancel | [ system ] | [Choose | [ Reset| [ Taxes | [ Park| [ Complete | [Define filter criteria | [ Sorti

Doc.Type @ VA ( EiSelect the Back button e

Doc. Number e 1400 Fiscal year 2008

Doc. date 09 o raturn to the AACLS e 09/10/2008 Period 12

Calculate Tax screen.

Ref.doc. COST TRRNSFER

Doc.currency usD
Itm | PE|Zccount Account short text Bssignment 2Zmount | Cost Ctr Funds Center

1|40|6100.252Z0|0ther 100.00 |LLIDBOO20Q|LLIDBOO200

2|50|8100.261R0 | 0fficeSuppleMaterls

100.00-|LLCOS50000 (LLCOA50000

The credit and debit entries are listed in the simulation. An entry with a Posting Key (PK)
value of 40 denotes a debit entry. An entry with a PK of 50 denotes a credit entry.

31) Select the Continue button.

INTERIOR
‘i - -,

HOME ACH

CORE FINANCIALS
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD
Home > FlHome > GL Home > Account

TS~

Model > Enter G/L Account Document

Document Qverview
| ¥ | cancel | [ system ] | [Choose | [ Reset| | Taxes| | Complete | | Define filter criteria | [ Sorti

= Information

- - - 1 year 2008
@  Automatically created line items will be deleted 1

Bmount |Cost Ctr Funds Center

100.00 |LLIDBOOZO0|LLIDBO0200
Selectthe Continue  LsMaterls 100.00- | LLCO950000 | LLCOS50000
button

An information window appears every time you exit a simulated view.
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32) Select the Post button or the Park button, depending on your FBMS user role.
If you have the General Ledger Field Office Account role, you can either park or post, but if
you have the General Ledger Field Office Accountant Park role, you can only park the

document.

INTERIOR
- o,
FBMS

HOME ACQU CORE FINANCIALS
DISPLAY | AP | AR | CC | COMPS | FM | GL | LABOR | 5D

Home > FlHome > GL Home > Account i Wodel > Enter GiL Account Document

.WS‘
Enter G/L Account Document: Company Code 1400
| ¥ | | cancel | [ system ] | | Tree on| | Company Code | | simulate | | Editing options |

|
Select the Post button.L | Amount Information
Document D ny  fosp | Total deb.
Pasting Date [os/10/2008 | [ 100.00 jUSD
Reference 0ST TRANSFER |
Doc. Total cred
Doe %] ExpEplv ' 100.00 [USD
Company Code 1400 Dept of the Interior LL.S.A
cco
2 ltems ( Screen Variant: DOI FB50 Layout )
St... |Gﬂ_ acct \ShortT... \D!C lAmount in doc....|Cost center |Fund Functional area MBS element
+¥ 6100.252Z0 Other Debil & 100.00LLIDBO0200 [X3CXL1109AF [L16520000.GX0000 |
o |6100.261A0 OfficeSugCred | 100.00/LLCO9500003004L1109MLIL19300000.EWD000
I o | al | | |
=

FBMS updates the Amount Information section of the screen with the amount entered in
the Credit entry. Notice the green stop light that indicates this document is balanced and
ready to be posted. Note: A document can simulate correctly but still not post correctly; if this

happens, an error message will appear at the bottom of the screen, and you must correct the

errors and attempt to post again.
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33) FBMS displays a message at the bottom of the screen if the document was posted (or

21

parked) correctly.

Assignment Model > Enter G/L Account Document
| Enter G/L Account Document: Company Code 1400
I [} [Cancel| [ System | | | Tree on| [ Company Code | [ simulate | [ Editing options |

Document Date

| History , Bac

Details

08/10/2008 Currency [0SD

" Amount Information

Total deb.

Posting Date 09/10/2008 100.00 |USD
Reference COST TRRNSFER
Doc.Header Text Tatal cred
Document Type WA Exp/Exp JV 100.00 |USD
Company Code 1400  Dept ofthe Interior U.S.A.
cce
0 lterns { Screen Variant : DOl FBS0 Layout )
Elst. HGJL acct |Sh0rt - ||DfC P\mount in doc.... [Cost center ||Fund HFuncﬂonaI area HWBS element
] z
4 \ Al I
M _Document 6900001347 was nosted in c code 1400 [»|RQ

document number.

If you only have access to park but not post a GL Account Document (General Ledger Field
Office Accountant 1 role), once you have parked it you will receive a system message at the
bottom of the screen, with a corresponding document number, that the document was
parked. You then must give the document number to someone with GL Field Office
Accountant role (if it has a VA document type) or someone with either a GL Financial
Accountant or GL Senior Financial Accountant role (if it has a VB document type), and
request that the document be posted. The document number in the system message below

is 6900001477. The last 4 digits of 1400 represent the company code, and are not part of the

[ Document 900001477 1400 was parked

INTERIOR

- Ap
FBMS
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Posting a Parked GL Account Document

Helpful Hints:

Before you begin posting a parked GL Account Document it is important to know the following

information:

Individuals with the General Ledger Field Office Accountant role will use this process

to post GL Account Documents that have a VA document type.

Individuals with the General Ledger Field Office Accountant 1 role are able to create
and park GL Account Documents. If the document type is VA, they then must notify
someone with the General Ledger Field Office Accountant role to request posting of

the document.

The individual with the General Ledger Field Office Accountant 1 role who created and
parked the document should always provide the number of the parked document to the

General Ledger Field Office Accountant when requesting posting of that document.

If the individual with the General Ledger Field Office Accountant 1 role created a GL
Account Document with a VB document type, it will have to be posted by either a GL
Financial Accountant or a GL Senior Financial Accountant, since GL Field Office
Accountants do not have access to post GL Account Documents with a document type

of VB.

Let’s Begin:

Use the following portal path to begin this transaction

e Select CORE FINANCIALS tab =% GL tab =% GL Transactions folder =% Post Parked

Document to go to the Post Parked Document: Initial screen.

22
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Posting a Parked GL Account Document
1) The company code 1400, representing DOI, will be pre-filled. In the Doc. Number field

enter the document number of the parked GL Account Document you wish to post.

HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD

... Dizplay Parked Documents > Post Parked Document > GL Home > Account Azsignment Mode] > Post Parked Document
Post Parked Document: Initial Screen
[Menu | | b [Back|| Cancel | | System ] | | Documentlist| | Editing Options |

Key for Parking
Eqmpan].r Code

Doc. Number

Fiscal Year

If the document number is not known, you can click LE2cumentlist| the pocument list

button and search for the document number by entering as many criteria as possible. Then

click the Execute button, to see a list of available documents from which to select

the document you wish to post.

2) In the Fiscal Year field, enter the 4-digit fiscal year.
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3) Press the Enter key on your keyboard to display the document in the Edit Parked G/L Account
Document screen.

m‘rz‘mxu ' - Welcome ZTRN088
FBMS FBI sonalize | Log Off

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIA AN TRAVEL EMIS
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

- Display Parked Documents > Post Parked Document > GL Home > Account Assignment Model > Post Parked Document | History , Back
Edit Parked G/L Account Document 6900001477 1400 2009
| b [Save parked document Ci | [ Tree on| [ Company Code | [ Simulate | | Save as completed Editing options

M o st

Amount Information

Document Date  [08/12/2008| 7] cumeney  f1sn | Total deb

Posting Date 08/12/2009 USD
Document Number |6300001477

Reference c0ST TRawsFER | Total cred

DocHeaderTed  |costtransfer USD
Document Type E ExpiRev JV

Company Code 1400  Dept of the Interior U.S.A Cco

2 ltems ( Screen Variant: DOl FV50 Layout )

Elst.Jeracct  JshonTest Joic Jamountin doc..|Cost center [Fund [Functionalarea  WBS element [Earmari
« |1010.0CCO0IPAC Cust ReDebit [ 110.00LLAKO51000 XL 3885CL L01030000.770000 2
|| ## [1010.NC000 Non-SF224 ¢ Credit 110.00LLAK853200 %<XL6801DFL01150000.770000
JET L

4) Click the Simulate button to preview.
a8 ' m‘rz'm:u . e Welcome ZTRN083

FBMS FBMS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCIALS DATA MANAGEWENT FINANCIAL » N TRAVEL EMIS PROPERTY
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD

.- GL Home > Account hodel > Post Parked Document  Digplay Parked > Post Parkﬁurﬂent | History, Back Forws

Edit Parked G/L Account Document 6900001477 1400 2009
| System | | [ Tree on | [ Company Code | [ Simulate | [ Save as completed |

AT, v | wonsow

Editing options

Amount Information

DocumentDate  [08/12/2008] 7] curency  [osp | Tatal deb.

Posting Date 08/12/2009 USD
Document Number |§300001477

Reference lcosT TRANSFER | Total cred.

DocHeader Text  |cost transfer USD
Document Type El Exp/Rev JV

Company Code 1400 Dept of the Interior U.S.A cce

2 Items ( Screen Variant : DOIFV50 Layout )

t |GlL acct Short Text |DtC |Amuumm doc. ‘Cnsl center ‘Fund Functional area ’WESE\EI‘HEHI
# |1010.GCCO0PAC CustReDebit @ 110.00LLAK961000 XXXL3885CL L01030000.770000 =l
. o |1010.NC000 Non-SF224 (Credit & 110.00LLAK953200 XXXLE801DFL01150000.770000
4

Previewing the document provides an overview of the document items and checks for
completion. During simulation, FBMS goes through all the checks required for posting the

document. If there are any errors, you can edit the document and make corrections.
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4) Preview the document, then select the Back button to return to the previous screen.
P

Welcome ZTRN088
FBMS
HOME ACQUISITION

EBMS Help | Personalize

Loq Off
CCORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS PROPERTY
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

-.. Display Parked Documents > Post Parked Document > GL Home > Account Assignment Wodel = Post Parked Document

| History, Back
Document Overview |
¥ | | Complete | | Define filter criteria | | Sort in Ascending Order | [ More _ |

Doc.Type : VB ( Exp/Rev JV ) Parked document
Doc. Number  €900001477

Company code 1400

Fiscal year 2009
Doc. date 08/12/2009 Posting date  08/12/2009 Period 11
Calculate Tax
Ref.dec. COST TRANSFER

Doc.currency usD

Doc. Hdr Text cost transfer

Itm|PK|Account

Account short text Assignment Emount |Caost Ctr Funds Center Fund WBS element
1|40(1010.GCCO0 | IPAC Cust Rew Coll

110.00 |LLAK961000|LLAK961000
2|50(1010.HC000 | Hon-SF224 Collect 110.00-|LLAK953200 | LLAK953200

XXXL3885CL
KXEL&E01DP

5) When the Information pop-up box appears, click the Continue button.

II:Ij Information

'ﬁ Automatically created line items will be deleted
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If you need to edit the document before you Go to step 6
post it
If you do not need to edit the document and Go to Step 7

want to post it

If you want to delete the document

1. Click the Menu button, and

select Document=3 Delete Parked
Document

FE"I}BIE‘.E Farked Document =

Dt vl B Bost

i m Delete parked document?

i E Vo ] | Ho

2. Click | Tes the Yes button,
to delete the parked document.

6) In the Edit Parked G/L Account Document screen, make the necessary edits to the document,

26

then click LSate parked document | the Save parked document button to save your changes.

T
PR
FEMS

HOME ACLNISITION ‘CORE FINANCIALS DATA MANAGEMENT
DISPLAY | AP | AR ) CC | CO/PS | FM | GL | LABOR | SD

FINANCIAL ASSISTANCE

Welcome ZTRN0SE
FBMS Help

Log Off ¥

Personalize

TRAVEL EMIS

PROPERTY

Model > Post Parked Document

... Display Parked DocumeNgs > Post Parked Document > GL Home > Account
| Edit Parked G&Accoum‘ Document 6900001477 1400 2009

| History , Back Forwars

I |12 [System ] | [ Tree on| [ Company Code | [ Simulate | [ Save as completed | Editing options |

eas | ondon

Amaunt Information

DocumentDate  [08/12/2008 Currency W‘ Total deb

Pasting Date joes12/2008 [ tom]usn
Document Number 8300001477

Reference cosT TRANSFER | Total cred

DocHeaderText  |costtransfer USD
Document Type E' Exp/Rev JV

Company Code 1400 Dept of the Interior U.S.A. (o0

2 ltems ( Screen Variant: DOI FV50 Layout )

St |G1L acct Short Tet  |DIC |Amnumin doc. \Cnst center \Fund \Funmonal area ’WE!S element \Earmark

. o 1010 GCCOOIPAC CustReDebit & 110.00LLAK361000 X:C{L3885CL LO1030000 770000 =

. +” |1010.NC000|Non-SF224 (Credit ) 110.00/LLAK353200 X:}XLEB01DPLO1150000 770000 —
. D

[LallE
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7) Click .the Post button, to post the parked document.

IN‘YE:2| . e Welcome ZTRN088

FBMS FBMS Help | Personalize | Log Off c

HOME ACQUISITION ‘CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL

EMIS PROPERTY
DISPLAY | AP | AR | CC | CO/PS | FIM | GL | LABOR | 5D

-.. Display Parked Documents > Post Parked Document > GL Home > Account lodel > Post Parked Document
| Edit Parked G/L Account Document 6900001477 1400 2009
I 112 System ) | | Tree on | | Company Code | | Simulate | | Save as completed Editing options

o | wonson

| History , Back

Amount Information

DocumentDate  |08/12/2008 |(F| Currency  [USD Total deb

Posting Date 08/12/2008 110.00 |USD
Document Number 6300001477

Reference COST TRANSEER Total cred

DocHeaderText  |costtransfer 110.00 |USD
Document Type [VB Exp/Rev JV

Company Code 1400 Dept of the Interior US A (o0

2 ltems ( Screen Variant: DOI FV50 Layout )

St = |GJL acct ShortTet |DIC P\moum in doc.... \Cast center \Fund \Funcﬂonal area ’WEIS element \Earmark

. o 1010 GCCOOIPAC CustReDebit & 110.00LLAK361000 X:C{L3885CL LO1030000 770000 =

. + |1010.NC000|Non-SF224 (Credit E) 110.00LLAK353200 X:C{LEB01DPLO1150000 770000 —
. D

1 Bl

FBMS displays the following warning message at the bottom of the screen: "Financial
transaction other than '30' for "Delivered"/"Paid". The transaction is not relevant for
funds management and because you are using an expense account, the system is
informing you that no funds management data will be updated.

M Financial transaction other than '30° for " Delivered"Paid" posting
8) Press the Enter key on your keyboard to validate the warning message.

9) Click the Continue button in the Information pop-up box to confirm the posting.

Information Pop-up

III:'Infurmatinn

'ﬂ |D|:u:|_|ment BA00000949 was posted in company code |
1400
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